
EMPLOYEE DETAILS AS PER IRD REQUIREMENTS  

The below steps will show you how to check/add in the following mandatory employee details: 

• Email Address 

• IRD number 

• Tax Code  

• Date of Birth  

• Phone Number 

• Address 

Hover on Setup and click on Team Manager: 

 

 

 

 

 

 
The following screen will appear: 

 

 

 

 

 

 
Click on any employee’s name to update their details: 

 

 

 

 

 

 

 

 

 

 

 



In the General tab, enter their email address, then click Save: 

 

 

 

 

 
In the Employment Details tab, enter their IRD Number and Tax code, then click Save: 

 

 

 

In the Preferences tab, enter their Date of Birth, Phone Number, and Address, then click Save: 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat for all employees. 

 

 

 


